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[ntroductory screen at URL www.westlaw.com.

Click on *>westlaw.com” to proceed.
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Enter Password and enter appropriate information at “Client ID.” (Something
must be entered as Client ID to continue.) Click once on “Sign On” button to
proceed.



Sign Off

il BNA datahases are now available via westlaw.com,
bl up-1o-dare when vou access the valuable
axation ntellectual propeny and other

westlaw com ﬁi-’

Use WestClip to keep up to date on press coverage of |
your client's husmess AWastllip query with 3 chent's
name can be set up to nthly in the
local or national aress Wesﬂ:hp Directory from
ithe drag-down list fthe page ard click GO

of WestDoe --anly

The first time signing on to Westlaw.com you will have to either enter the
Database ID or select the New Jersey Administrative Code or New Jersey
Register Database from the drop-down menu at the “Select a Database™ box.
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We are specifying the Database ID by typing in “nj-adc™ for the New Jersey
Administrative Code. (The Database ID for the New Jersey Register is nj-adr.)

Click on *Go™ to proceed.
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Database: New Jersey Administrative Code (NJ-ADC) |
Terms and Connectors Query: |
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Before entering our first query we will bookmark. or add this screen, to our list
of Favorites (called “Bookmarks™ in Netscape).

To do this. click on “Favorites™ in menu bar (do not click on the Favorites
1con).



Click on “*Add to Favorites.”
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[n *Name” box, delete “Search™ and type in “New Jersey Administrative
Cade”.

Click on "OK.™
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It we don’t recall how to specify a search, we can click on
“Connectors/Expanders Reference List.”
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For example, here we see that we can specify a search phrase by using
quotation marks.

Use "Back™ to go back to the search screen.
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The search query Is inserted in the “Terms and Connectors Query™ box.



Change Database Options

Database: Maw Jerzz

© Ficld Restrictions
© Thesaurus
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We have inserted the query for the phrase “noxious weeds.” Click on
“Search” to initiate the search.
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['his is the first document resulting from our search.

In the left pane is a list from which we learn that there are eight documents
which meet our search criteria and we see the document list. Scroll down on
the left scroll bar to view a description of all eight documents.

Click on the right-pointing arrow beside “Term™ to find the first instance of the
search term ““noxious weeds.”
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['he first occurrence of the term “noxious weeds™ is brought to the top of the
screen. The arrows to the right and left of the search terms can be clicked on

to move to the next or preceding occurrence of the term.



B pocument 1 3

ol

Seed Law at N A C. 221, Novious Weed Seecs, pursuant ta i 2 5 A 43 i include
shibited +noxious weeds™ + bindweed, hedge dindweee, quackgrass, Canada thistle and

ed +noxious weeds™ + doader com cackle wils
swaetl sorghurm

iation of Official Seed ©
nts or seeds which do not conform 10 the ¢
by the breeder or sponscing instdutions or o
T I 12 same kind that can be diff
that s beng cetified, but shall not inclute vananons which ara characian
descrioed by the breeder ar which are caused by ervironmental ©o 5

"Plant breecar” means a person or organizaton acinely engagent in the oreeding of mantenance of

AGRICULTURE CHAF
CERTIFICATION

" means ane far which the aree

standards and requireme

| prapagating matenalz
state of ongin far

After examining our search results, we have concluded that this is not the
document we want.

We have therefore scrolled down in the list of documents on the left to
examine a description of the next document.

[f vou decide you want to see the second document. click on the underlined
numeral 2 in the document list or click on the right-pointing arrow next to
“Document 17,

-
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This is Document 2. After examining this document, if you conclude that you
want to print it, click on "WL Print/Download.”
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This screen allows you to choose among four destinations.

Under “Change Destination”, choose “Download.”
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In this screen. confirm that under “Download PDF file Options™ Word 6.0/7.0
Format 1s chosen. If it is not. click on the arrow to the right of the drop-down
box in this portion of the screen and select “Word 6.0/7.0 format.”

Click on “Continue.”
You will briefly see a Progress Bar indicating that the system is gathering the

information you requested. When the gathering is complete, the next screen
will be automatically displayed.




sopwght

opugns for saving tis

To return to your resuit, click your browser's Back button until the result
page is displayed.

Click with the left mouse button on the Microsoft Word icon to open the
document in a Word file.
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vou should save it by clicking on “File™ in the upper left of the screen and
selecting “Save As.” Select a directory and name the file as desired.
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Searches may also be limited in scope, by using the Field Restrictions feature (see

pages 25 - 27). After entering the search term in the Terms and Connectors Query

box. add an ampersand (&), leaving no intervening space Then select “Field
Restrictions” and enter in “CI()" the title (see pages 35 and 36). chapter or
subchapter to which you want to limit the search Then select “Continue,” which
will add the restriction to the Terms and Connectors Query, then select “Go™ to
commence the search. (The documents obtained by the search may be saved or

printed as single documents or in their entirety (see pages 29 - 33A )
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[f you know the citation for the document you are seeking, an easy way to get
it is by using Westlaw’s Find feature.

Click on the down arrow next to the box reading “Welcome to westlaw.com.”
Then move the cursor down to “Find a Document™ and click on that.

Iy
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You then see the overview screen for the Find feature. In the “Enter Citation™
box type “nj-adc”. This is the identifier for the New Jersey Administrative
Code database.

Click on “Go” to the right of the database 1dentifier vou just entered.



ne ctanon format for New Jersey Administrative Code 1= 3
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What you see next is a template screen in which you can enter the citation of
the Code section you are seeking.



Find & Documsant B Sign Of Feedback

ne cnaton forrmst for New Jersey Administrative Code 3 shown Delow

Enter the citation in the box appearing in the large white field. also known as a
pane.

In this case we are looking for section 2:16-2.17 so we have entered that
citation in the box.

Click on "Go™ to the right of the citation you have just entered.
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The result is that you are taken directly to the desired document.
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Here’s another scenario. What if you wanted to download or print an entire
Chapter of the Code?

You would return to the Enter Query screen shown above. Since you have a
particular Chapter in mind. we’ll assume you know the citation for the
Chapter. Your search will be centered on that Chapter citation.

[n westlaw.com, citations occupy their own specific part of the database. This

part is called the “citations field.”

Click on “Field Restrictions™.

[
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You will be taken to a template which contains a number of different boxes
allowing searches to be restricted to certain fields.

We are concerned with the first one only--the restriction of the search to the

citations field.
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T'ype in the citation for the Chapter vou desire into the box related to Citation.
In this case, we are looking for Chapter 1 of Title 1, so we type in “1:17, the
citation for the desired Chapter.

Then click on “Go™.
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You are then taken back to the “Enter Query” screen with the information

from the template filled in as the query. In this case. the query asks for all

documents in the New Jersey Administrative Code that contain the citation
I:1. Since this is what we are looking for. click on “Search™.
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The search is executed on westlaw.com and what is retrieved is all documents
that have 1:1 before the dash in their citations. In other words. what vou get is
all 114 documents of Chapter 1 of Title 1.

Click on “WL Print/Download”.
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Let’s assume you want to print the Chapter. Click on “Attached Printer” or
“Stand Alone Printer” as appropriate for your computer's set up.
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We've chosen “Attached Printer”.

After verifying that “Complete result™ is chosen under “All documents print
options™, click on “All documents™ under “Print Options™.
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To return to your result, click your browser's Back button until the result page is
displayed.

When the system is ready to deliver the requested print. you will see a
summary of the material gathered for the print. The summary gives us some
idea of the size of the print request. Depending upon the capacity and speed of
your printer. you may or may not wish to proceed. Assuming vou do want to
¢o ahead with the print. click on “Print Result™.

The print will then be delivered to your chosen printer.



As an alternative to printing through an ~Attached Printer,” such as through the
Adobe Reader program, which may not be a feature on all pcs, the full chapter (or
subchapter) text obtained through the search feature may be made into a Word (or
other word processing program) file (see pages 15 - 19). After selecting “"WL
Print:Download.” and the desired document Format has been confirmed on the
resulting screen page, select “Download”; after the screen page has changed, select
“All Documents™ under “Print Options™ in the left hand column; after the screen
page has changed, select “Continue” (see page 17). The resulting Word (or other)
document can then be printed through your pc’s usual printer. saved to disk, or

saved to your hard drive.
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The same principle applies if you want to print or download a Subchapter of
the New Jersey Administrative Code.

Here. we remembered how to format a query to restrict it to the citation filed.
so we typed in the “ci ()" ourselves. We want to retrieve all of Subchapter 1 of
Chapter 1 of Title 1, so within the parentheses we type in that portion of the
citations for those documents that is common to all. namely “1:1-17. This will
retrieve all of the desired documents when we click on “Search™.
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As expected, our Search Result contains only the six documents of Subchapter

1 of Chapter 1 of Title 1.
Now, let’s say that. for whatever reason. you want to print or download an

entire Title of the Code. Here's where it is just a little bit different.
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We've typed 1n our “ci (). We cannot, as we might expect, simply type in
“1:7 and then proceed. The reason is that westlaw.com will ignore the colon
as a final character and will retrieve every document having a 1 in the citation
regardless of where the | appears in the citation. To avoid this problem. we
type in the root expander “!” following the colon. This forces westlaw.com to
pay attention to the colon because it is no longer the last character. It asks the
svstem to find all instances where 1:” is followed by any other character in
the citation field. Thus. we are assured of retrieving all documents from Title
l. and only those documents from Title 1.

Click on ~"Search”.
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Sure enough, our search result contains the 377 documents or rules in Title 1.
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[f by chance you are at this screen and want to enter a query to retrieve an
entire Title but cannot remember the root expander, click on
“Connectors/Expanders Reference List™.
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You will be taken to this screen. Scroll down.
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You will come to the information you need to see what the Root Expander is
and what it does.

Now let us assume that vou are done with yvour research. You must then c¢lick
on “Sign Off™.
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You will then see this screen which summarizes your research session. When
this screen appears. you have been disconnected from Westlaw.
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105th Congress:

Earlier, we marked the Enter Query screen in the NJ-ADC (New Jersey
Administrative Code) database as one of our Favorites. Let's see what that
allows us to do.

Suppose you were on the Web somewhere else, or had just signed on to the
Web and were at your home page.
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You could click on “Favorites™ from the menu bar and then cursor down and

click on "New Jersey Administrative Code™
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You will then be taken to the same Sign-On screen we saw earlier. Enter your
Password and Client ID then click once on the “Sign On™ button.
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You will be taken directly to the”Enter Query™ screen in the NJ-ADC database
where you can begin your new research session.

Suppose that before you begin to do your research vou want to find out what's
in the New Jersey Administrative Code database right now--you want to know
how current the database is. To do that, click on “Scope™ on the left side of
the screen.
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You are then taken to the Scope document which explains various things about
the database. About three quarters of the way down the screen you will see a
statement about how current the database is.

The Scope document contains other useful bits of information such as a listing
of what kinds of documents are in this database, a listing if the Titles of the
Code. and tips about formulating queries.

Now suppose you don’t know the exact citation of the section of the Code you
want, but you have an idea about the concept vou want to know about. To do
that. you would perform what is called a Natural Language search. Thisisa
scarch in which you enter a question or concept using your own words.
Westlaw, using logic built into the system. will take the information vou enter
and return a list of documents which it believes most represents the
information you are seeking.

1o do this, click on the “Natural Language™ line on the left of the screen.
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You will then see a screen containing a box in which you can enter vour
question or concept. We will enter the question ~Are there any rules
governing noxious weeds?” and then click on “Search.”
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After the query runs, you will be presented with a list of the top ten documents
which the computer has determined may be what you are looking for. The list
of the documents is once again on the left of the screen. with the document the
computer believes is the best fit listed first. the next best fit listed second. and

so on. On the right you will see the top-ranked document.

[f you click on the arrow pointing to the right just to the right of “Best
Section™ above the bar labeled “Text™ you will be taken to that portion of the
section which the computer believes is the most relevant portion of this
document.
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Here the screen has advanced to show the “Best” portion of the document at
the top of the window.

[f you decide this is not the document you want, you can scroll down the
document list using the scroll bar for the left pane. If you decide you want to

look at the fourth document more closely, click on the underlined number 4 in
the document list.

[f, however, you want to get an overview of all of the documents in Subchapter

4. click on any portion of the underlined “SUBCHAPTER 4. NOXIOUS
WEED SEEDS.”
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You are then taken to the Table of Contents Service. Here you see a list of the
three sections that comprise Subchapter 4. To see the full text of any of the
three sections. click on the underlined section.

To return to the previous screen. you would simply do what you'd do anytime
you are on the Web and wish to go back to the prior screen--click on the
“Back™ button.




In conclusion,

Westlaw.com is an extremely
powerful, versatile research tool.

Try it--we bet it will soon be one of
your favorites, too.
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